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SKIES Service(s) Plan - Continuous Engagement

Purpose

Employment Security Department

This guide provides ESD WorkSource Specialists with step-by-step instructions to support
Continuous Engagement (CEG).

Objectives

After you complete this training, you will know how to:

A —Job Seeker

Enter a service on the Service(s) Plan.
Activate a service on the Service(s) Plan.

Close a service on the Service(s) Plan.

Create a Service(s) Plan for Continuous Engagement customers.

Purpose and Objective of Training Page 3

Contacts Page 4

ESD Customer Flow Chart Page 5

CEG - Background Page 6

How do | create a new Service(s) Plan? Pages 6 — 16
e What do | do if an active Page 7

Service(s) Plan exists?

How do | add a Service? Pages 10 - 14

How do | start/open/activate a Service?

How does a Service close, automatically | Page 15

or manually?

View the Plan Summary Page 16

At a glance, what data fields will | use and

what information will | enter for Pages 17 - 19

Continuous Engagement?

Run a report Pages 20 - 23

At a glance, what data fields will | use and | Page 24

what filters will | use for a report?

WIA/TAA Activity Tracking by Location Pages 25 - 26
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

For questions about SKIES functionality, please contact Kristine Moritz @ 360.486.5954 or
email kmoritz@esd.wa.gov

For questions on Continuous Engagement Services, please contact Carri Callaghan @
509.532.3013 or email ccallaghan@esd.wa.gov

A —Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department
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A — Job Seeker
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

SKIES Service(s) Plan for Continuous Engagement

Job Seeker > Service(s) Plan

The Service(s) Plan has three sections: the Service(s) Plan tab, the Services tab, and the Plan
Summary tab. Use the Service(s) Plan tab to develop an employment plan using a goal and
Assessed Service Needs. Use the Services tab to document planned services based on the
Assessed Needs. The Plan Summary displays all open and closed services, with the Planned
and Actual Start and End Dates, and the Justification.

System generated services (i.e. Initial Assessment, Job Referral, Staff Assisted Job Match, etc
will nor display on the Service(s) Plan but will display on the Seeker Services screen.

SKIES allows only one active Service (s) Plan. Do not open a Closed Service(s) Plan. To
create a new Service(s) Plan, when a Closed Plan exists, place the cursor in the
Justification data field and click on the green (+) on the Tool Bar.

Use the Notes feature to enter additional information. Remember — on the Notes screen, SKIES
enters the Source (the screen from where the Note was entered).

Start Request for Service screen

Step 1 When the Job Seeker reports to the office as requested, use the Request For
Services (RFS) screen to log in the Job Seeker.

Step 2 When desired, print the Job Seeker Summary. Use the Summary to determine if

the Job Seeker was selected for Continuous Engagement (displays on the JS
Summary screen as a service)

Create a New Service(s) Plan

Start On the Welcome screen, click Job Seeker > Service(s) Plan. The Service(s)
Plan opens in Draft Status (for the selected Job Seeker).

Step 1 Use free form text and enter an employment goal in the Goal (not required) data
field - or - the Goal data field auto fills from the Employment Objective on the

A —Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

It
=2 SSh Search | Seeker ID search | 9 i
2 coat NIES|BL* % % ] — J#4] sonse
“ﬁ;ﬁﬁm Hame; DEVILLE, KRUELLA E. 009-00-6666
=] Plan I Tiapea: B BT
Plan Status
Godt |Seeking a position in & growing veterninary clinic . | want to utiize my [« Bt 6) Plan Status =
zkillz, knowwledge, and shilties and care for animals. | am & radical - Active

Employment Goal
OMET Code | - ®|
N—”

Justification

® Draft
2) YES or NO Is Sesker's Goal Self Employment? @y O Yes [ Mo eiaed Labor harket nfo
-
=
-]

3) ONET Code

4

4) Justification Planned Start Date Planned End Date
—

M Actusl End Date
Aszessment Service Needs
Service Meeds Rank
D
5) Planned Start Date EOUSATION b5 [l -
[EMPLaMENT [1  Gow ||
[EMPLOMMENT_HIST [1 Gote
5) Planned End Date [FarLy [5  Gow |-
Fig 1
Step 2 Is Seeker’s Goal self-employment? Click > YES or NO radio button (Fig 1).
Step 3 Click on the arrow right of the O*NET Code data field. Use AutoCoder to find the

appropriate O*NET Code for the Desired Employment (Employment Goal).

Note: When co-enrolling a Job Seeker, do not change the O*NET Code without talking to the
partner staff. Add or modify the Goal for CEG. Do not change the O*NET Code without talking
to partner staff. However, if all services entered by partner staff are closed, the User may
change the Goal and O*NET Code without contacting partner staff. Also, if the Service(s) Plan
is closed, create a new plan.

A —Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

The Service(s) screen displays. The selected O*NET Code and O*NET Title populate (Fig 2).

@ I
SK{ES EE =F E @ 6) Plan Status Search | Seeker D search ||ﬁ J5130 4.15.0
.m..":'.“-li.":?&:“;?;;... Hame: DEVILLE, KRUELLA E. 009-00-6666
Servicelz) Plan l Haryinas Plam Sz Labor Market Info
Plan Status _
Goal |Seeking & position in & growing veterninary clinic . [ want to utilize my |~ " Active —
skillz. knowlzdoe, and shilities and care for animals. | &m & radical - # Dratt |
re
. — L1 Labor Market Infa
! Laplz ol If_Fi longnernt ﬁ [ [ hl e
Employment Goal
OMET Coce |31-9096.00 x |Veterinarv Azsistants and Laboratory Animal Caretakers A
Justification =
4) O*NET Code 0
-
Fig 2

Note: SKIES requires an O*NET Code only when the Job Seeker requests/receives a Training
Service.

Click > LABOR MARKET INFO button. Washington Interactive Labor Market (WLMA) Website
displays. WILMA is no longer maintained. Click > WORKFORCE EXPLORER for labor market
info.

Step 4 In the Justification data field (Justification data field is required to SAVE), use
free form text and explain how Continuous Engagement services will help the
Job Seeker (Fig 1 & 3). Assessment Service Needs (Fig 1 Initial Assessment)
display on the Service(s) Plan tab. Use Service Needs to determine what

services the Job Seeker needs.

Document the Justification in Notes (SAVE the Plan and copy and paste a
Note).

| ®

ustification

1

Fig 3
For example: Why was the Job Seeker selected to participate in CEG?

1. Low skilled with limited connection to the labor market?
2. Low income with substandard barriers to employment?

A —Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement

3. Under-employed in an entry level job or declining industry/occupation?

Employment Security Department

4. Multiple job referrals with no success?
5. Locally determined; unique to the labor market

Other items to consider:

Career objective?

Assessment results?

Job search skills development?
Needs additional services?

NogoprpwdhE

Step 5 Use mmddyyyy format to enter the Planned Start Date and the Planned End
Date. Enter the Planned End Date as 90 days from the Planned Start Date

Any other obstacles/barriers to employment?

Plan of action and return to work statement.
Planned follow up statement approved by the Job Seeker.

[90 days is 12 full weeks + one day)(Fig 4)].

Click > SAVE.
Planned Start Date Planned End Date
Planned Start Date |05/05/2009 Planned End Date  |12/01/2003

Actual Start Date | Actual End Date

Fig 4
Step 6 To activate the Service(s) Plan, click > ACTIVE radio button in Plan Status
(Fig 2). A pop up message: Change the Service(s) Plan from DRAFT Status to
ACTIVE Status and commit all changes?
Click > OK. Plan Status
> T Active
® Draft
" Closed

Change Status

A

Click

Fig 5

A — Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

Step 7 The Services and Plan Summary tabs activate. Click > Services tab. The
Services screen displays (Fig 6).

) Plan - Semices

SlﬂES %] F) %] ] acnwe

s sl | game: DEVILLE, KRUELLA E.

|E_-_j ||_ SEM Search | Seeker ID search ]|ﬁ] J5130 4.15.0

Established an Ihdiidua,
Tr;'mmg Accaunt Start Date End Date
Planned : 09/03:2009 12/041/2009
Actual :

009-00-6666

Services l

ne Needed Services
m (

Place cursor in objective area
and use green plus to create
newy ohjective, Objective must
exist before provider service

iz selected

Provider Service mmmg Provider  Provider ﬂ] Course [ Enrall ]
Ly J AN | [
A J AN |
| | N\
|5 J .
I 1 >
Staff Az=igned Ciffice
i J o
Program Affilistion Mo Program Affilistion I ] = Care
greed Lpaon F .
Lordract ]J :tEﬂSI:.E g .
[ ];] Instructions UF.lp.D e SemicEs
Actual ;] — Training
Rl Follow-up
Fig 6 dEean | 92D |
Fig 7
Step 8 The Planned Start and End Date auto fill (Fig 6). Click on the arrow right of the
Needed Services data field. A drop down list of Service Types displays. Click to
select (Core, Intensive, Supportive Services, Training or Follow Up). Click to
select CORE (Fig 7).
Click > OK.
Step 9 A Group Type — Group Description corresponding to the selected Service Type

displays. Click to select the Group Type (CORE SERVICES [Fig 8]).
Click > OK (Flg 8) Group Type

CORE SE ES Click

FINISHED ALL PLANNED SERVICES _—
~

Fig 8

A — Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

Step 10 Click on the arrow right of the Provider Service data field. Click > CONTINUOUS
ENGAGEMENT (Fig 9).

Services 2
ATTEMDED AN INFORMATION SESSION (5
BOMDING ASSISTANCE

CAREER SERVICE GUIDANCE - 4TH MO
CAREER SERVICE GUIDAMCE - BTH MO lick

CONTIMNUOUS EMEMNT

CORE SERVICES-WIA ‘

@ e«

Fig 9

Step 11 Click in the Provider data field. Enter the Name of the Provider (i.e. WorkSource
& WorkSource Name) using free form text. When the service requires the Job
Seeker to attend a class/course, use free form text and enter the name of the
course in the Course data field (Fig 10).

Step 12 Click > NO PROGRAM AFFILIATION (Fig 10) radio button (required).

SKfEs JJ_]J & ace

s fosotd | pame: DEVILLE, KRUELLA E. 009-00-6666

Services l

Flace cursor in objective sres Objectives
and use green plus to create Toze Heeded Services Start Date EndDat Course
nevy ohjective. Ohjective must l_ lCORE SERVICES Planned : 09/08:2009 12/01,200
exist hefore provider service Actual :
i cted
Provider Service Training Provider  Provider _]Provider Course Enroll ]
CONTINUOUS EHGAGEMENT = WS Columbia Basin - =]
- . =
ssigned Office Start Date End Date
|COLEW. LIsA, ;] |WORKSOURCE COLUMBIA EIA%DP\ Planned |09/03/2009 12004 /2009
f \ Actual
P Atiliati Mo Pragram Affkation [ )
| Rl L N 7 _] Agreed Upon Progress Participation Hours
Cortract % Weekly |
- Mlnlmuml
l —] Instructions Completed
Actual - [ Grade
Outcome % Attending |
[]
Fig 10
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SKIES Service(s) Plan - Continuous Engagement

Step 13

Step 14

A — Job Seeker

To activate the service (when the Job Seeker receives the service or attends the
class), enter the Actual Start Date in mmddyyyy format (Fig 12).

When the service requires the Job Seeker to attend a class/course, use free form
text and enter the name of the course in the Course data field (Fig 10).

Click > SAVE.

If the Actual Start Date is prior to the Planned Start Date, the following message
displays:

Fig 11
Click > YES. The Service(s) Plan Start Date changes to the date of the service.

Use free form text and enter the Agreed Upon Progress [(Fig 12) (next report
time/date, outline next activities, etc)]. Data field is not required for CEG.

Entries in the Instructions data field do not print on the Service(s) Plan.

Click > SAVE.

n-Se

SKFES E]Z]_] ACTIVE

el et | Hame: DEVILLE, KRUELLA E.

[ 5N Search | | Seeker D szarch || #|  Js130 2150

009-00-6666

Services 1

Flace cursar in objective area

Employment Security Department

Objectives Established an fhaividia,
and use green plus to create Type Heeded Services Training Accaunt nzt;:;:z?]:t: 1Ezr;nl:!| ?;;:g
neyy ohjective. Objective must Planned :
C  |CORE SERVICES -
exist before provider service | | —] L Actual : 097082009
! d Services
Provider Service Training Provider  Provider ﬂ] Course 12) Actual Start Date
CONTINUOUS EMGAGEMENT ;] WS Columbia Basin =
5 - [
aff Assigned Office Start Date / End Date
|COLEIY, LISA, ;] |WORI~(SOURCE COLUMBILR BASIN Planned  0a/032008 | /120012009
Actusl |ogmsizons |
Pi Atfilizdi
rogram AtTaton Agreed Upon Progress Participation Hours
GRS 13) Agreed Upon Progress L weskly |
. - M i
(next report time/date, etc), [ /| o e
A.ctusl . -
ua not required for CEG L el N
Outcome Attending
[] H
(5}
Fig 12 o0
I
9 o
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

Step 15 To add another Provider Service (Fig 13), click to highlight the next data
field. Click on the arrow right of the Provider Service data field. A drop down list
displays. Click to select the service.

Click > OK.

Service(s]) Plan Services l Plan Summary

Place cursor in objective ares Objectives Established an Thdhidual

and use green plus to create Type Heeded Services Q Training Account Start Date End Date
hiective. Chjective must = Planned : 09/08:2009 12/01/2009
:;;Vt:eizrel\;;ovidfr SI:rev::; ,T |CORE SEREES J - L :-::zal: 019082009
is selected. Services
Provider Service Training Provider  Provider M Course m
[conmmuous EnGaGEMENT ST TIN [wi= Calumbia Basin B hd|
| (=) | = -l
| ~S—— 5 5k
I dl | -] .
Fig 13
Step 16 Click > NO PROGRAM AFFILIATION. Enter the Actual Start Date using
mmddyyyy format.
Click > SAVE.
Step 17 To add a different Needed Service, click on the Needed Services data field and

click > green + on the Tool Bar (Fig 14).

.
Service(s) Plan Services [ Plan Summary Click
Place cursor in chjective area Objectives Lt an Ineliviclual
and uze green plus to create Type Heeded Services j Training Account Start Date 12!328:]1;9

I'|E'..W objective. ijective r.'nust IT |CORE SERVICES i jl r Planned : 09032009
exizt hefore provider service - Actual : 09082009
Fig 14 Click

. =
SK[ES M i{ﬂ G active

s feowind | parme: DEVILLE, KRUELLA E.

The data field clears. Click on the arrow right of the Needed Services data field.
A drop down list displays. Click to select the Service Type (Fig 15).

Service(s) Plan Services I Plan Sumimary
Place cursaor in abjective area Objectives
and uze green plus to create Type Heeded Services
neswy abjective. Objective must ’— | G Serice Type
exist before provider service Core
= — Intensive
Fig 15 Supportive Services

Training
Follow-up ¥

4

»
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Step 18

Step 19

Step 20

A — Job Seeker

Click to select the Service Type (Fig 16). Click on the arrow right of the Provider
Service data field. Click to select the Service Type.

Click > OK. SIS

Group Description

ADULT EDUCATION & LITERACY WITH TH
CUSTOMIZED TRAINING

EDUCATIONAL ACHIEVEMENT SERVICES
EMPLOYMENT SERVICES (YOUTH ONLY)
ENTREFREMEURIAL TRAINIMNG :

HOLD

OM-THE-J0B TRAINING
QCCUPATIOMNAL SKILLS TRAIMIMNG
SUMMER YOUTH EMPLO -
SKILLS UPGRADING AND

TAA SUBSISTEMCE

TAA TRANSFORTATION

4

Fig 16
Click to select the Service (Fig 17).

Click > OK.

Services

ADULT EDUCATION & LITERACY WITH |

EMGLISH AS A SECOMDARY LANGUAG

I -+ )

Fig 17

Enter the Name of the Provider, click > NO PROGRAM AFFILIATION, and enter
the Actual Start Date (Fig 18).

October 2009
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

Service(s] Plan Services I Plan Summary
FEES EUTSEr [ SlEEE fi Objectives Estailished an Individual
and uze green plus to create Type Heeded Services ﬁ Training Account nﬁt;:;:z?]?ge 1E2nmc!| ?2?:9
hiective. Ohjecti =t 5 Pl d @
e phEEve, DAREYE NS [aDULT EDUCATION & LITERACY wT |- r anne
exizt before provider service - Actual : 09/08:2009

iz selected. Servi
Provider Service Training Provider Mourse m
[ADULT EDUCATION & LITERACY WiTH = || ((|Columbia Basin College =) |
I |
I |
I -l I dl
I il I "

|

Staff Assigned Office Start Date End Date:
[coLE, Lisa = | [woRKSOURCE coLUMBIS BASIN Planhed |0ainsz003 1210172009
- P ual lngmaeong | J
Stepl6 When a Job Seeker completes/receives the service, close the service. Enter the

Actual End Date in mmddyyyy format.

Click on the arrow right of the Actual Outcome data field. A drop down list of
Actual Outcomes displays (Fig 19). Use the Find feature or the scroll bar.

Click to select the Outcome, COMPLETED-NO CREDENTIAL/CERTIFICATE or
DID NOT COMPLETE.

Click > OK.

Click > SAVE.

Actual Outcome

YOUNGER YOUTH SKILL GOAL NOT ATTAINED
YOUNGER YOUTH SKILL GOAL ATTAINED
WORK READINESS CREDENTIAL EARMED
PROGRAM ENROLLED (CEG OMLY)
OJT SUCCESSFUL COMPLETION
OCCUPATIONAL SKILLS LICEMSE EARMNED
OCCUPATIONAL SKILLS CERTIFICATE EARMNED
MASTERS OR DOCTORATE DEGREE EARMNED
LOCALLY AUTHORIZED CREDENTIAL EARMED
ETF LISTED MNOT FEDERAL GQUALIFIED
EMTERED TRAIMING (CEG OMLY)
ENTERED EMPLOYMEMT (CEG OMNLY)

— DID NOT COMPLETE

—_— COMPLETED-MO CREDENTIAL/CERTIFICATE
COMPLETED-CERTIFICATEICREDENTIAL PEMDIMG
BACHELORS DEGREE EARMNED
ATTAIMNED HIGH SCHOOL DIFLOMA
ATTAINED GEDVHS EQUINMALEMNCY
ASSOCIATED DEGREE EARMED

Fig 19

A —Job Seeker October 2009
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SKIES Service(s) Plan - Continuous Engagement

Employment Security Department

Note: SKIES will close the Continuous Engagement service when the Planned End Date of the
services lapses for at least 14 days past the Planned End Date of the Service. When it is the
only service on the Service(s) Plan with an Actual Start Date, CEG service closes using the
Planned End Date for the Actual End Date with the Outcome of DID NOT COMPLETE.

If the Service(s) Plan has other services with an Actual Start Date, the CEG service will not

close.

The Service(s) Plan will not close automatically.

Other services in the Service(s) Plan must be closed manually.

Step 17

Click > Plan Summary tab (Fig 20). The Summary screen displays. This is a view
only screen. Click on the button at the top of each column to sort. Double click in

the Justification data field. The Editor will display the Justification.

2

Justification

Plan Summary

) [—rr
M[E?ﬁ F| %] 4 actve — SSh Search | 5> < TECJ[PF| 5130 4150
ity

ot o || pormes )E'UILLE, KRUELLA E. 4

Servicel=) PIanices Flan Summar\( /

Go To Seeker Services \ yustification |'I . Lowe skilled weith limited connection to the labar market?

Actual

Print Servicels)
Planned ‘

ServicesActivities | Staft assigned | Program | Start Date | EnciDate | EndDste | Actusl Qutcome |
& |ADULT EDUCATION & LITERACY {|[COLEY, LISA, i rzong | [120 2009 |
(HOB DEVELOPMENT [KIMZEL, STEPHAMI 092009 | [12i01 52009 |
RESCURCE ROOM ASSISTANCE |KINZEL, STEPHANI |0gr 472009 | [12i012009 |
|RESUME ASSISTANCE |coLEy, Lisa, |n9/mer2009 | [12i01 52009 |
[COMTIMUCUS ENGAGEMENT — |COLBY, LISA, |na/mac00g | [12i01 2009 |

Step 18

A —Job Seeker

Click > PRINT SERVICE(S) Plan button (Fig 20). Adobe activates. Click the
Adobe icon to print the Service(s) Plan. Click > X to close Adobe.

Click > GO TO SEEKER SERVICES button (Fig 20). SKIES navigates to the

Seeker Services screen. Click > DOOR to exit.

To close CONTINUOUS ENGAGEMENT, click on the arrow right of the Actual

Outcome. Click to select one of the following:

= DID NOT COMPLETE

= COMPLETED-NO CREDENTIAL/CERTIFICATE

* PROGRAM ENROLLED (CEG ONLY)
= ENTERED TRAINING (CEG ONLY)
= ENTERED EMPLOYMENT (CEG ONLY)

October 2009
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Employment Security Department

SKIES Service(s) Plan

Data Field

Data

Job Seeker Name / Social Security Number

Auto fills

Goal

Auto fills with data from the Employment
Objective on the Desired Employment
screen — or — enter/maodify the Goal. Not
required to SAVE the Service(s) Plan.

Is Seeker's Goal Self-Employment

Click > YES or NO radio button. Not
required to SAVE the Service (s) Plan.

Plan Status

Defaults to Draft. Click to select Active.
Click to select Close.

Note: A Draft Plan can only change to an
Active Plan.

When changing the Service(s) Plan from
Draft to Active and Program Affiliation or No
Program Affiliation has not been selected,
the message, “When Plan Status Active, all
Services must either have No Program
Affiliation data field check marked — or —
must have Program Affiliation and Contract
(when a contract is available) assigned”
displays.

Select Closed, a message displays, “‘Are
you sure you want to close this plan?” A
Closed Plan cannot be re-opened and is
stored in history for review.

LABOR MARKET INFO button

Links to WILMA.. Click > Workforce Explorer
for Labor Market Information.

Employment Goal: O*NET Code

Use the O*NET Code Search Criteria
screen to select an O*NET Code, required
when the service requested is Training.

A —Job Seeker October 2009
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Employment Security Department

Justification

Enter the Justification for seeking the
Employment Goal Occupation.

Enter the Justification in Notes.

Planned Start Date

Should be the date of enrollment. Enter the
date using mmddyyyy format. Do not assign
a service before the Planned Start Date.

Planned End Date

Enter the date using free form text using
mmddyyyy format. CEG requires 90 days
from the Planned Start Date.

Service Needs Assessment

To view the Assessment and the
documentation about the Service Needs
Rank, click > GO TO button.

Use to determine service needs for the Job
Seeker.

Provider Service

Click on the arrow for a drop down list.
Items on the list link to the Needed
Services. Click to select. (See Boxes 2 & 3)

Click > OK.

Provider

Use free form text to enter the Provider
Name.

Course

Use free form text to enter the Course
/Class Name.

ENROLL button

Not used for CEG.

Staff Assigned

The Staff Assigned defaults to the User
logged into the system. To change the Staff
Assigned, click on the arrow for a drop
down list. Click to select the appropriate
staff person.

Click > OK.

A —Job Seeker

October 2009
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SKIES Service(s) Plan - Continuous Engagement

Employment Security Department

Program Affiliation

Not used for CEG

No Program Affiliation

Click to check mark for CEG.

Contract

Not used for CEG.

Actual Outcome

Click for a drop down list. Click to select.
Use the scroll bar when necessary.

Select:
e Did Not Complete
e COMPLETED-NO
CREDENTIAL/CERTIFICATE
e Program Enrolled (CEG Only)
e Entered Training (CEG Only)
e Entered Employment (CEG Only)

Agreed Upon Progress

Use free form text.

Not required for CEG.

Instructions

Use free form text. Does not print on the
Service(s) Plan.

Not required for CEG.

Participation Hours Weekly

Not used for CEG

Participation Hours Minimum

Not used for CEG

Grade Not used for CEG
Attending Not used for CEG
Completed Not used for CEG

PRINT SERVICE(S) Plan button

Click to print a copy of the Service(s) Plan.

GO TO SEEKER SERVICE button

Click to navigate to the Seeker Services
screen.

A —Job Seeker
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SKIES Service(s) Plan for Continuous Engagement

Reports > Management > Workforce Investment Act > WIA/TAA Activity Tracking by Location
Report

Start SKIES WELCOME Page

Step 1 Click > Reports on the the SKIES Menu Bar.

r

&5 SKIES Production - SK1

File Jaoh 5 r Provider Employer Staff Functions  Adminizirative | Bepors: Help Window

Startup - Welcome Screen

Reports
Cage Mngt

Management Repons

‘L\_P{SMIS Reports

Step 2 Click > Management Reports.

Step 3 Click on the arrow right of the Report Type data field. A drop down list displays.
Click > Workforce Investment Act.

.
#2 SKIES Production - SK1

ker Brovider Employer Staff Functions  sdminisiraive BEeports Help Window

MRO010 4.13.00

el Bfamn ot SKIES PRODUCTION

77\

‘ Report Type: | ~ pun[ Federal Performance Measures —], HELF |
Weteran

Pagez O
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SKIES Service(s) Plan - Continuous Engagement Employment Security Department

Step 4 Click on the arrow right of the Report data field.

r

#% SKIES Production - SK1

Seeker Provider Emplo Staff Functions  Adminisiraiye Bepors Help Window

MRO10 4.13.00
SKIES PRODUCTION
y 4
‘ Report Type:[WorkFurce Investment Aot v] Repurt:[ J/ v] HELP]

| Selective Service Due Date By Location Report - = .

W& Activity Tracking By Contract Report

W& Demographics By Contract Report

W& Participart Summary By Contract Report

WiAITAL Demographics By Location Report

WIAITAL Participant Summary By Location Report

Youth Skill Goals Activity Tracking By Contract Report -
Step 5 Click > WIA/TAA Activity Tracking by Location Report.
Step 6 LOCATION radio button defaults to Multiple Offices. To select the office or

offices, click on the arrow right of the Office Name: data field. Use the scroll bar
or the Find feature. Click to select one or more offices.

SK ﬂEs ﬂ MRO10 4,13.00

oo Bmege e SKIES PRODUCTION

WORKSOURCE PACIFIC COUNTY (4]
WORKSOURCE PIERCE
WORKSOURCE PULLMAN AFFILIATE
VWORKSOURCE REDMOND
WORKSOURCE RENTON
WORKSOURCE SKAGIT
WORKSOURCE SNOHOMISH COUNTY
WORKSOURCE SPORAME
WORKSOURCE SUNNYSIDE
WORKSOURCE THURSTON COUNTY / Scroll Bar
AORKSOURCE W ANCOLIVER TOWMNE PLAZA B/

WORKSOURCE WALLA WALLA

WORKSOURCE WEST YANCOUVER
WORKSOURCE WHATCOM, BELLINGHAM

VWORKSOLRCE WHIDBEY -
WORKSOURCE ' AHIMA Find Click [ R~
%AERO% -
“ Find and Select Find and Select Hext Clear Selection T ok
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Step 7 Click > OK. The Office Name: data field displays the number of selected offices.

MRO10 4.13.00 /

SKIES PRODUCTI

WorkForce Investment A.ct WIATAL Activity Tracking By Location Report J
Mumber Of Offices Selected : 2

To select a Region, click in the radio button. The Region Name: data field displays. Click on the
arrow right of the Region Name. Click on the arrow right of the Region Name data field.

Staff Functions Eeports Help Window

MRO10 4.13.00

SKIES PRODUCTION

J -
Eastern Washington ’7 I
North Certral |
Moarthroeest
Olympic
Pacific Maurtain
Sesttle - King County [ |

A drop down list of the WDAs displays. Click to select a WDA (only one allowed at a time).

MRO10 4.13.00

SKIES PRODUCTION

WiorkForce Investment Aot WATLA L Activity Tracking By Location Report
South Certral
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Step 8 Click > Program > No Affiliation Only.
Program : o Affiistion AHD O sl Coalval O Program
OR [ @ no Affilistion Onlky
v
Step 9 (OPTIONAL) The Agent radio button defaults to All. Click to select One Agent.

One Agent requires a selection. Click on the arrown right of the Agent Name data
field. A drop down list displays (only agents in the seelcted Region display).

Agent @@ g (f“ Onn?ﬂgem Agent Hame : | (= !|
g

Step 10 The Activity radio button defaults to All. Open or Closed may be selected.
I~ S
Activity : @ a @ @
Step 11 The Start Date auto fills. Change by typing over and enter the End Date in
mmddyyyy format.

Start Date : |07/01,2009

End Date :

Step 11 Click > GET REPORT button.
Get Report | ‘
Step 12 Adobe Reader displays the reults of the query. Click on the arrow in the right

corner to close Adobe.

Note: Click Download Report radio button and select a delimiter to display the query in a
different format.
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Case Management Reports for Seeker by Service(s) — CEG

Report Type

Click to select: WorkForce Investment Act

Report

Click to select: WIA/TAA Activity Tracking by
Location Report

Location

Default: Multiple Offices. Click on the right of the
Office Name data field. A drop down list
displays. Use the scroll bar or the Find feature.
Click to select one or more offices. Click > OK.

For Location: Region, click in the Regions data

field. Click on the area right of the Region Name.

Click to select the Region.

NO AFFILIATION ONLY radio button

Click to select.

AGENT radio button

Defaults to ALL. To select an agent, click the
ONE AGENT radio button. Click on the arrow
right of the AGENT NAME data field. A drop

down list displays. Click to select the AGENT.

ACTIVITY radio button

Click to make a selection

START DATE

Auto fills

END DATE

Enter using mmddyyyy format.

GET REPORT button.

Click to query the results.

HELP button

Displays Local Management Reports, Federal
Performance Measures, and Workforce
Investment Act Reports.
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WIA/TAA Activity Tracking by Location Last Updated: 3/20/2009

This report provides information on the status of Services and Activities from Active and
Closed Service(s) Plan for participants served, regardless of program affiliation. A Service
displays on the report when assigned to a specific location, has an Actual Start Date, and
matches the additional report selection criteria.

Query the report by WDA or by Office(s). Select NO PROGRAM AFFILIATION. Select ALL
AGENTS or a specific Agent. Select ALL ACTIVITY STATUSES or one Activity Status. Select
any date criteria back to July 1, 2001.

Note: An enhancement effective 03/19/2009 allows selection of any Program Name and No
Affiliation. The report is now accessible for programs other than WIA/TAA.

Select Location: By Region (WDA), or one or multiple Offices.

Select Program:_Select No Affiliation Only

Program Selection Definition:
NO AFFILIATION — A service record in the Service(s) Plan where the “NO PROGRAM
AFFILIATION is check marked.

Select Agent: By All Agents or a specific Agent from a list within the WDA.
Select Activity: By All activities, Open, or Closed.

Select Report Period: Enter a Start Date and End Date for the reporting period. The report Start
and End dates are used to select records based on the service Actual Start Date when the
search parameter is “No Program Affiliation. Click > PRINT REVIEW REPORT (default) radio
button or DOWN LOAD REPORT radio button to receive the data as a delimited text file for use
in Excel, Access or other spreadsheet or query type applications.

Click > GET REPORT button.
Data:

Seekers must be or have been enrolled in a WIA/TAA program during the reporting period and
received a Service during the Program Enrollment period.

Seeker Name: For all participants meeting criteria, the participant’s Last name,
First name.

SSN: For all participants meeting criteria, the participant’s Social Security Number.
Program Type: No Program Affiliation

Exited?: For all participants meeting criteria, the participant Exit Outcome.
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Enrollment Comp Date: For all participants meeting criteria, participant Program
Enrollment Exit Date.

Service Description: For all participants meeting criteria, the participant Service
Type. The Provider Service is entered on the Employment Service(s) Plan >
Services tab.

Actual Start Date: For all participants meeting criteria, the participant Actual Start
Date of the activity. The Actual Start Date is entered on the Service(s) Plan >
Services tab in SKIES.

Planned Completion Date: For all participants meeting criteria, the participant
Planned End Date of the activity. The Planned End Date is entered on the
Service(s) Plan > Services Tab in SKIES.

Actual Comp Date: For all participants meeting criteria, the participant Actual End
Date of the activity. The Actual End Date is entered on the Service(s) Plan >
Services Tab in SKIES.

Days in Activity: For all participants meeting criteria, the number of days the
participant in the activity. The report performs this calculation.

Staff Name: For all participants meeting criteria, the participant name of the Staff
person recording the service and activity. The Staff Assigned is entered on the
Service(s) Plan > Services Tab in SKIES.

Completion Status: For all participants meeting criteria, a flag indicating if the
estimated end date is within the next 30 days (*) or if the activity exceeds the
Planned End Date (**).The report performs this calculation.
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